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Rules & Regulations

• It’s the Law
– VPRA
– FOIA
– Evidence

• It’s a Business Best Practice

• What’s Past is Prologue
(William Shakespeare)

• Information is the currency of democracy. 
(Thomas Jefferson)
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• What is records management?  
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http://www.google.com/imgres?imgurl=http://ec.europa.eu/environment/emas/toolkit/images/cartoons/buried.jpg&imgrefurl=http://ec.europa.eu/environment/emas/toolkit/toolkit_18_1.htm&usg=__cvvkTUYqyj2Cs0CXEXi4nUCnQsY=&h=232&w=300&sz=10&hl=en&start=0&zoom=1&tbnid=nz2Qevj94noUwM:&tbnh=128&tbnw=166&prev=/images?q=records+management+cartoons&um=1&hl=en&sa=X&biw=1020&bih=569&tbs=isch:1&um=1&itbs=1&iact=hc&vpx=129&vpy=226&dur=1890&hovh=185&hovw=240&tx=149&ty=90&ei=bZkDTbvAJYWclgemuKGmDg&oei=bZkDTbvAJYWclgemuKGmDg&esq=1&page=1&ndsp=16&ved=1t:429,r:5,s:0
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Rules & Regulations

• What are the A, B, C’s of Records 
Management?

A - Keep what must be kept

B - Shred what may be shredded

C - Understand the difference between A and B
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Roles & Responsibilities
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People say I'm a packrat - but I prefer the term archivist

http://www.google.com/imgres?imgurl=http://www.lockhartcasemanagement.com/wp-content/uploads/2010/11/records-management-image.jpg&imgrefurl=http://www.lockhartcasemanagement.com/2010/11/page/11/&usg=__Ai0gm4s509vMRIOTlrPLx2BDyQ4=&h=667&w=652&sz=88&hl=en&start=80&zoom=1&tbnid=0MwPiq7l-bqJGM:&tbnh=126&tbnw=131&prev=/images?q=records+management+cartoons&um=1&hl=en&sa=X&biw=1003&bih=569&tbs=isch:1&um=1&itbs=1&iact=hc&vpx=656&vpy=210&dur=3844&hovh=227&hovw=222&tx=119&ty=106&ei=W54DTfuzFcGblgfVxoX-Bw&oei=rJoDTfTLFsOclgel2cnVCQ&esq=9&page=6&ndsp=15&ved=1t:429,r:13,s:80
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• Lead Records Officer:

– In addition to Records Officer duties; 

• Serves as a liaison to LVA;

• Oversees the VITA Records Program; 

• Directs the development, review and update of the 
VITA records management policy, procedures, 
program; 

• Organizes and analyzes the annual records survey; 

• Organizes and analyzes periodic records inventories; 

• Facilitates periodic Records Officer meeting; and 

• Provides quarterly employee training.

Roles & Responsibilities
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Rules & Regulations
Record 

Life Cycle
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Record Life Cycle

Create 

Phase

Access 

Phase

Maintain 

Phase

Store 

Phase

Dispose 

Phase

Life Cycle

Records Management



13www.vita.virginia.gov

Record Life Cycle

• The during a record’s life cycle it exists in one of 
these conditions:

– Active – Used regularly and frequently in day to day 
work of the organization. Generally will be referred to at 
least once a month

– Semi-active – Not in use as frequently as current 
records, but are needed for legal or operational reasons 
to be retained. Required for compliance with procedural 
/ statutory / financial requirements.

– Inactive – Records no longer required for the work of the 
organization will be destroyed or, if identified as having a 
long term historical, cultural or educational significance, 
retained.



14www.vita.virginia.gov

Rules & RegulationsCreate Phase
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Create Phase

• Begins at the point in time when a public 
record is first created.  

• The record creator:

– Identifies and documents any specific 
legislative or administrative requirements to 
create particular official records.

– Reviews business processes to ensure that all 
official records that are required to be created, 
are created.



17www.vita.virginia.gov

Create Phase

• Begins at the point in time when a public 
record is first created.  

• The record creator:

– Is responsible for the management of all 
records created in their specific organizational 
units



18www.vita.virginia.gov

Rules & Regulations

Access, 
Maintain & 
Store Phases
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Access Phase

• Provide access to records in accordance with: 

– Virginia Public Records Act (VPRA)

• Code of Virginia 42.1-76

– Virginia Freedom of Information Act (FOIA)

• Code of Virginia § 2.2-3700 

– Copies of Originals as Evidence

• Code of Virginia § 8.01-391

• Ensure records are accessible for the length of 
time cited in applicable records retention and 
disposition schedule.
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Maintain Phase

• Maintain a directorate and/or division 
records file systems to:

– meet business and administrative operational 
needs;

– ensure records are properly maintained, 
protected and accessible for the length of time 
cited in applicable records retention and 
disposition schedule;

– facilitate recordkeeping; and

– facilitate in the record’s disposition.
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Store Phase

• Store records in appropriate conditions to 
ensure their ongoing accessibility:

– on appropriate media (paper, film, electronic, 
etc.);

– based on business needs, preservation 
requirements, and costs; and

– with appropriate procedures to deter, identify 
and respond to incidents.
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Store Phase
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Rules & RegulationsDispose Phase
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Dispose Phase

• Dispose of records according to:

– Virginia Public Records Act (VPRA)

• Code of Virginia § 42.1-76

• Based on the appropriate 

– Business need;

– LVA retention and disposition schedule 

• Using the prescribed method of 
destruction for:

– paper records -shredding, recycling, trash; and 

– electronic records –deletion or wiping. 
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Dispose Phase
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To shred or not to 

shred; that is the 

question. 

http://www.google.com/imgres?imgurl=http://www.studiomountain.com/images/disposal.jpg&imgrefurl=http://www.studiomountain.com/cartoon.html&usg=__EsyD5sNiyJd74YUsV3UUAx6IW5w=&h=252&w=252&sz=17&hl=en&start=0&zoom=1&tbnid=DQXBYoJ6_-Ow_M:&tbnh=148&tbnw=148&prev=/images?q=records+management+cartoons&um=1&hl=en&sa=X&biw=1020&bih=569&tbs=isch:1&um=1&itbs=1&iact=hc&vpx=567&vpy=106&dur=3656&hovh=201&hovw=201&tx=102&ty=128&ei=r5oDTcb8McGblgf2zu20CQ&oei=rJoDTaKKDMP6lwesvPHqAg&esq=4&page=1&ndsp=15&ved=1t:429,r:13,s:0


26www.vita.virginia.gov

Dispose Phase - Records Disposal Decision 

Guide
Disposition/Destruction Decision Guide Records stored at Your Location 

If And And Then 

You have records you 

would like to dispose 

of 

You have located the 

records on your 

records retention 

schedule for the 

retention period and 

disposal method 

The records have met 

or exceeded their 

retention period 

Check to make sure 

the records are not 

subject to litigation, 

audit, or otherwise not 

eligible for 

destruction 

If you have checked 

to make sure the 

records are not subject 

to litigation, audit, or 

otherwise not eligible 

for destruction 

The records are not 

under any special 

activity 

The records are stored 

at your location 

Prepare an RM-3 (see 

LVA Instructions) 

You have prepared the 

RM-3 
 

Submit the form to 

your Records 

Coordinator  

If you have submitted 

the form to your 

Records Coordinator  

The Records 

Coordinator has 

validated the form and 

obtained the approvals 

of your Records 

Manager and of your 

Records Officer 

You have been 

notified the  RM-3 

was approved 

Destroy the records 

based on the retention 

schedule requirements 

and complete RM-3 

process. 
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Dispose Phase – RM-3 Certificate of 

Records Destruction
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Dispose Phase – RM-17 Records Transfer
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Rules & RegulationsRelated Topics
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Related Topics - Email

• Email is a format, not a record series. 

– Asking how to file an email is the same as 
asking how to file a piece of paper. 

– The content determines the disposition.

– Email should not be stored within the VITA 
Outlook application

– For guidance, please see:
• LVA E-Mail Management Guidelines: 

http://www.lva.virginia.gov/agencies/records/electronic/email-
management-guidelines.pdf

• VITA E-Mail Archiving Step-by-Step Guide: 
https://vashare.virginia.gov/sites/vita/GS/SMS/PPRAT/RM/Records
%20Management%20Docs/VITA%20E-mail%20Archiving.pdf

http://www.lva.virginia.gov/agencies/records/electronic/email-management-guidelines.pdf
http://www.lva.virginia.gov/agencies/records/electronic/email-management-guidelines.pdf
http://www.lva.virginia.gov/agencies/records/electronic/email-management-guidelines.pdf
http://www.lva.virginia.gov/agencies/records/electronic/email-management-guidelines.pdf
http://www.lva.virginia.gov/agencies/records/electronic/email-management-guidelines.pdf
https://vashare.virginia.gov/sites/vita/GS/SMS/PPRAT/RM/Records Management Docs/VITA E-mail Archiving.pdf
https://vashare.virginia.gov/sites/vita/GS/SMS/PPRAT/RM/Records Management Docs/VITA E-mail Archiving.pdf
https://vashare.virginia.gov/sites/vita/GS/SMS/PPRAT/RM/Records Management Docs/VITA E-mail Archiving.pdf
https://vashare.virginia.gov/sites/vita/GS/SMS/PPRAT/RM/Records Management Docs/VITA E-mail Archiving.pdf
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Related Topics – Records Life Cycle and 

Major Problem Areas

Source: NARA: http://www.archives.gov/records-mgmt/initiatives/fig4-1.html

http://www.archives.gov/records-mgmt/initiatives/fig4-1.html
http://www.archives.gov/records-mgmt/initiatives/fig4-1.html
http://www.archives.gov/records-mgmt/initiatives/fig4-1.html
http://www.archives.gov/records-mgmt/initiatives/fig4-1.html
http://www.archives.gov/records-mgmt/initiatives/fig4-1.html
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Rules & RegulationsKey Concepts 
– For the Record…
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Key Concepts

• Public Record:

– determined by its content not its format.

• Non-Public Records:

– copies, personal items, and reference materials

• RM-3 Form.

• Records Transfer (RM-17):

– Library of Virginia form used to request transfer 
of records to the Library of Virginia and 
acknowledge receipt of records after transfer is 
completed.
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Key Concepts

• Records Survey (RM-19):

– identifies all records series, regardless of format.

• A Records Locator Inventory (RM-20):

– identifies, quantifies locates all records.  

• Record Retention and Disposition Schedules:

– Library of Virginia approved timetable stating the length of 
time a record must be kept and its required disposition. 

• Record Series:

– a group of identical or related records. 

• Life Cycle Phases of a Record: 

– Create, Access, Maintain, Store and Dispose
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Key Concepts

• Records Officers:
– Required by the Code of Virginia to monitor and control the 

creation, use, storage, transfer and destruction of records, 
develop and implement the VITA records program.

• Records Coordinators:
– Assists the Records Officer in implementing a records 

management program

• Records Creator:
– The person or office initially creating a record, have physical 

possession and control of records ensure compliance at the 
individual record level.

• Records Custodian:
– The supervisors in the agency having physical possession 

and control of records.

•
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Questions?


